Select Person Screen
 

Description: The Select Person Screen allows you to "select" the record of the individual you are looking up within the database.

 

Procedure: To select the record you must enter the individual's Social Security Number in the "SSN" field.  All nine numbers of the SSN must be entered into the text box (dashes are optional). Once you have typed in the SSN, single click with your mouse over the "DISPLAY" button found at the bottom of the screen. This will cause the Person Summary screen for the individual to load.  This is the recommended method for finding a record within the database. 
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Note: You cannot conduct a NAME ONLY search. You MUST include a SSN to select a record.  If there is a problem retrieving the record, the database will inform you with an error message.

 

DISPLAY: Single Click with your mouse pointer over this button to retrieve the record from the database.

 

CANCEL: Single Click with your mouse pointer over this button to cancel the action.
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